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Approval of the Purchase Request (Requisition) 

 

When a Purchase Order is send to Accounting for approval, the ‘Distributor’ (?) clicks on the 

appropriate files and prints: choose the Adobe PDF printer icon (shown in picture).  

 
Picture K 



The Purchasing Application Manual at NBI  

 - 2 - 09-12-2008 

 
Billede L 

 

When the Application asks where the file shall be saved to, open the Folder titled 

‘Rekvisitioner’ under ‘Fællesadministration’ 

 

Here the Purchase Order will be saved with the correct Invoice 

 

The Purchase Order will be saved under the Suppliers name and then Purchase Order Number.  

  

 


